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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Public Affairs Technician
POSITION NUMBER 01-0093

JOB SERIES: 1101 PAY LEVEL: NF-3 Summary of Duties:

Collects, assembles, prepares, and disseminates information through the print and/or broadcast media, information
concerning the various programs of the Navy's Morale, Welfare and Recreation (MWR). Coordinates presentations.
Coordinates newsletter production and distribution for various internal departments, including the employee and
sponsorship newsletters. Serves as liaison to sister services, Headquarters Navy, and base Public Affairs Offices.
Writes and edits articles, organizes information, and serves as Production Editor. Produces camera-ready copy using
desktop publishing software. Assists in writing press releases for base newspaper and trade publications; reviews
and tracks publications for information dissemination and coverage. Maintains press release and press clips files and
photo morgue. Organizes, tabulates, and manages primary research data for surveys. Enters survey data and
produces reports. Assists in communication and promotional requirements, including developing exhibits,
brochures, calendars, and posters. Plans, organizes work, and manages internal procedures and resources to ensure
maximum productivity and economies. Prepares financial plan and related records and reports and exercises
authority on approved budget.

Monitors programs on a regular basis and initiates corrective action to ensure support of operating programs of
MWR. Develops long range plans in conjunction with internal operating executives, and exercises internal personnel
management authorities as delegated by MWR Director with regard to subordinate supervisors and employees
within the office. Effectively supports the Navy's Equal Employment Opportunity policies, and ensures compliance
with fire, safety, and other environmental issues.

Performs other related duties as assigned.

Minimum Qualifications:

Three years experience in marketing, public affairs, communications, journalism, or a related field which
demonstrates ability to perform the above duties with a minimum of supervision. Knowledge and skill in developing
written and printed materials. Skill in orally transmitting information, and printed materials. Skill in the use of
personal computers and associated software.



